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GUIDE FOR ORIENTATION OF NEW EMPLOYEES

INSTRUCTIONS

or appropriateto your type of station neednot to be used. Spaceis
providedfor insertingothernecessaryr desirableitems. Checkoff the
topics discussedwith the employee. Before the employeereportsfor
duty, the personneloffice shouldfill in on both parts of the form the
employee’s name, title, etc., and send the Phasell portion to the
supervisor as an advance notification. Stations having a standard
checklist for Phase | may use it in place of this sheet:

This form is for usein orienting new VA employees.It coversthe
first two phasef the orientationprocessyiz: () atthe employeeis
inducted,
(Group Orientation)ordinarily should not be given soonerthan 3 or
even6 weeksafter appointment. Thesechecklistsare not intendedto
be all-inclusive, but to serveasa convenientreminderof theimportant
matters that should be covered. Those items not applicable

and (Il) at the time of report to the work site. Phaselll

NAME, TITLE, AND GRADE OF EMPLOYEE

EOD DATE

ORGANIZATION (Servicedivision,etc.)

CHECK PHASE | - IN THE PERSONNEL OFFICE
1. PREPARE PROPER ACCOMMODATIONS FOR THE 8. EXPLAIN AVAILABLE BENEFITS AND SERVICES.
INTERVIEW. . . L . ) )
Medical,educationalfraining, recreationalhousing transportation,
A quietplace privateif possible. etc.
Neatandorderly surroundings. FederaEmployeesGroupLife InsuranceHealthBenefitsPlans,
2. WELCOME EMPLOYEE AND PUT HIM OR HER AT EASE. etc.
9. HAND OUT "EMPLOYMENT FOLDER."
Useafriendly approach.Offer acomfortablechair. —
Explainits purpose.
Showa genuineinterest. Showandbriefly introduceenclosednaterial.
3. INDICATE THE PURPOSEOF THE INTERVIEW. Suggesteadingthe materialbeforeattendinggrouporientation
session.
To explainorientationprogram,of which thisis a part.
10. SCHEDULE EMPLOYEE FOR STATION
To discussimmediateneedsandproblems. SAFETY TRAINING.
4. GIVE INFORMATION ABOUT GROUP ORIENTATION 11. OTHER (Additemsasappropriate).
MEETING.
Time andplace.
A handoutof subjectgo becoveredjf available.
Relationshipo first two phase®f the orientationprocess.
5. DESCRIBE THE WORK ASSIGNMENT.
Nameandlocationof the organizationalnit.
Positiontitle andgrade.
Brief rundownof dutiestypical of the position.
Nameandtitle of immediatesupervisor. 12. ENCOURAGE EMPLOYEE TO ASK QUESTIONS.
6. EXPLAIN MISSION OF VA AND OF STATION. Answerthemasfully asyou can.
Importanceof servicesendered. 13. INTRODUCE EMPLOYEE TO STATION OFFICIALS.
. ) . . Stationdirectorandassistantlirector,if feasible.
Opportunityto contributeto accomplishmentf thesemissions.
Otherappropriateop officials in the organization.
7. GENERAL INFORMATION ABOUT CONDITIONS OF
EMPLOYMENT. 14. ESCORT EMPLOYEE TO SUPERVISOR.
Natureof appointment. Introduceemployee.
Salary,including"pay lag," pay plan,withholding, retirement, Ask supervisoto follow throughon orientation,usingPhasdl
otherdeductionsetc. checklist.
SIGNATURE AND TITLE OF PERSON(S) CONDUCTING ORIENTATION DATE
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GUIDE FOR ORIENTATION OF NEW EMPLOYEES

INSTRUCTIONS

This checklist is for use by the supervisor(s)in orienting a new
employeereportingfor duty atthework unit. Thelist is intendednotto
be all-inclusive, but to serveasa convenientreminderof the important
matters that should be covered. Those items not applicable or
appropriateto your type of situation need not be used. Spaceis
providedfor insertingother necessanpr desirableitems. Sometopics
may best be discussed with the employee by the division or service

chief; others may be more suitable for discussionby the immediate
supervisor. Checkoff the itemscoveredin the interview(s). The form
should be signedand returnedto the personneloffice within 15 days
afterthe employee’sentranceon duty. (Note: Both sheetamaythenbe
destroyed.If preferredthey may be held for alocally determinedime
for such purposesas review by the Training DevelopmentCommittee
and then destroyed.)

NAME, TITLE, AND GRADE OF EMPLOYEE

EOD DATE

ORGANIZATION (Servicedivision,etc.)

CHECK

PHASE Il - AT THE WORK SITE

1. GET READY TO ORIENT THE NEW EMPLOYEE.

Reviewexperiencegeducationfraining.

6. (Continued)

Useof telephone.

Havecurrentjob descriptionor list of dutiesandresponsibilities
availablefor discussion.

Otherpracticesandprocedurese.g.,uniforms,smoking,etc.

Havework place,equipmentandsuppliesready.

Preparea quiet, privateplacefor theinterview, if possible.

7. INSTRUCT EMPLOYEE IN DUTIES, OR ASSIGNTO A
QUALIFIED INSTRUCTOR.

Discussdutiesandresponsibilitief job.

2. WELCOME EMPLOYEE AND PUT HIM/HER AT EASE.

Explain quality andquantityrequirements.

Useafriendly approach.Offer acomfortablechair.

Assignemployeeo work place.

Indicateyour work relationshipto the employee.

Give step-by-stepnstruction(JIT four-stepmethod,if appropriate).

Inquire abouthousing transportationandparkingsituation.

Indicateavailability of helpwhenneeded.

Discusshackgroundandinterests.

Providelearningaids,i.e., samplef work, forms,manuals,
proceduresetc.

3. EXPLAIN THE WORK OF THE UNIT.

Its organizatiorandfunctions.

Explainuseandcareof whatevertools, equipmentandsuppliesare
required.

Indicateemployee’gpositionin the unit.

Stresssecurityor confidentialaspect®f job, if any.

Explainrelationof employee’swork to thatof others.

Explainto whomemployeereportsandwho, if any,reportsto
employee

8. SAFETY ORIENTATION.

Stressmportanceof working safely.

Potentialhazardsandsafetyprocedures.

4. SHOW EMPLOYEE THE LAYOUT AND AVAILABLE
FACILITIES.

Personaprotectiveequipmentandits use.

Explainlayoutof office or work area.

Locationof: emergencyhonenumbersfire alarmboxes,and
extinguishers.

Showelevatorsrestroom, waterfountain,andsimilar facilities.

Appropriateactionsto betakenif you arein injuredor if someonas
hurt.

Discussstationandothereatingfacilities.

Disasterfinstructionsandevacuatiorplansandprocedures.

5. INTRODUCE EMPLOYEE TO OTHER UNIT SUPERVISORS
AND CO-WORKERS.

9. OTHER (Add itemsasappropriate).

Indicateto eachthe newemployee’gosition.

Discussedositionspecificcompetencieandhademployeesign
competencyorm.

Mentionbriefly the dutiesof eachpersonintroduced.

Identify time clerk andpersonnetlerk.

Ensureyour serviceprovidesanddocumentdIPPA/Privacy
trainingwithin 30 daysof employment.

Arrangefor a co-workerto lunchwith employeethefirst day
(or, betterstill, go yourself).

6. EXPLAIN UNIT RULES AND REGULATIONS.

Hoursof work, punctuality,goodattendance.

10. FOLLOW-UP.

Checkprogresoftenduringfirst few days.

Lunchandrestperiods,if any.

Encouragejuestionsandanswerthemfully.

Leave,includingwhenandto whomrequestshouldbe made.

Make correctiongactfully, asnecessary Give encouragement.
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DATE
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